EASYTOREAD 


PLANNING  GUIDE 


1^1 


National  Library  Bibliothdque  nationale 
of  Canada  du  Canada 


T 

JL  his  book  is  about  people  and 
their  jobs. 

You  will  read  about  four  people 
who  work  at  different  jobs.  You  will 
see  how  they  decide  to  change 
their  work  situations. 

The  method  they  use  is  called 
career  planning. 

Career  planning  is  a  process. 
It's  like  using  a  recipe  when  you 
bake  a  cake,  or  looking  at  a  map  to 
guide  you  through  a  new  city. 

The  key  word  in  career 
planning  is  plan.  YOU  decide  what 
kind  of  work  you  would  be  best  at 
doing.  You  look  at  the  kinds  of  jobs 
that  are  available.  Then  you  begin 
to  look  for  a  job  in  the  area  you 
decide  you  would  like  to  work  in. 

As  you  read  about  the  people 
in  this  book,  you  will  see  HOW  they 
do  their  career  planning.  Then,  you 
too  can  use  the  steps  to  guide  your 
career. 


This  book  is  your  guide  to 
discovering  what  you  LIKE  doing, 
what  you  DO  WELL,  and  how  you 
can  match  your  skills  and  interests 
to  a  job. 

You  will  read  about  ways  of 
Finding  the  kind  of  job  you  want 
You  will  also  read  about  how  to 
handle  job  interviews. 

The  rest  is  up  to  you.  Like  the 
people  you  will  read  about,  you  will 
soon  see  that  the  most  important 
step  in  career  planning  is  ACTION. 
Once  you've  worked  through  this 
booklet,  set  up  your  own  plan  of 
action  to  get  a  job  you  want. 

Because  working  at  what  you 
want  to  do  and  like  to  do  can  be 
very  rewarding. 
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Coffee 


is  sitting  in  a  booth  in  the 
Red  Hat  Cafe.  He  is  looking  for  his  friend  Jill 
who  works  as  a  waitress  there.  Soon  Jill 
comes  up  to  Martin  to  take  his  order. 

"Hi,  Jill.  Just  give  me  the  regular,"  smiles 
Martin. 

"Cinnamon  bun  and  coffee,  sure,"  says 
Jill,  "By  the  way,  next  week  you  will  have  to 
tell  the  new  waitress  what  your  regular 
order  is.  I've  got  a  new  job!" 

"I  didn't  know  you  were  looking  for  other 
worK  Jill!  You've  only  been  here  six 
months!"  says  Martin.  "What's  wrong  with 
working  here?" 

"It's  an  okay  job.  It's  just  not  the  job  for 
ME,"  says  Jill.  "I'll  get  your  order.  Then  I'll 
take  my  break  and  tell  you  all  about  it" 
As  Jill  went  to  get  his  coffee  and  bun. 
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Martin  thought  about  what  she  had 
said.  He  thought  she  liked  working 
as  a  waitress.  It  was  a  steady  job, 
the  tips  weren't  bad.  Why  would 
she  want  to  quit? 

Jill  returned  and  sat  down  at 
Martin's  booth. 

"So  you  got  a  job  at  another 
cafe  did  you?"  asks  Martin. 

He  thought  she  liked 
working  as  a  waitress. 
Why  should  she  want 
to  quit? 

"It's  not  waitressing  at  all.  I'm 
going  to  work  for  a  landscape 
company  ~  you  know,  a  company 
that  designs  yards  for  businesses 
and  homeowners.  I  won't  be  doing 
any  of  the  designing.  I'll  be  planting 
trees  and  shrubs,  that  sort  of  thing," 
says  Jill. 

"1  don't  get  it,"  says  Martin. 
"You've  never  done  that  kind  of 
work  before!  How  did  you  get  that 
job?" 

"I  planned  it,"  smiles  Jill.  "You 
see,  waitressing  is  okay.  When  I  left 
school  I  fiqured  it  was  a  good 
enough  job.  I've  worked  as  a 
waitress  at  a  lot  of  different  places. 


But  I  never  really  LIKED  it.  You 
know  how  much  I  like  being  out- 
side. 

"So  a  while  back  I  started 
thinking  about  what  it  is  that  1  really 
LIKE  to  do.  I  like  being  outside.  I  like 
working  in  my  garden  ~  you  know 
me,  I  live  for  summers!  And  I  think 
I'm  pretty  good  at  growing  plants. 
I've  learned  a  lot  about  planting 
and  caring  for  trees,  shrubs  and 
flowers,  just  by  doing  that  at  home," 
says  Jill. 

"So  that  still  doesn't  tell  me 
how  you  got  this  new  job,"  says 
Martin. 

"Well,  one  day  I  joked  to  my 
husband  that  it  was  too  bad  no  one 
would  pay  me  to  do  what  I  want  to 
do  and  what  1  think  I'm  pretty  good 
at  doing  —  working  outside  with 
plants.  He  said  I  should  just  go  out 
and  Find  a  job  that  would  let  me  do 
that. 

"THAT  started  me  thinking!  I 
thought  of  picking  the  kind  of  job 
I'd  LIKE  to  do.  I've  always  looked  in 
the  want  ads  and  applied  for  the 
jobs  that  were  advertised.  There 
were  always  waitress  jobs.  So  that's 
what  I  worked  at.  You  know,  I  don't 
really  like  serving  people  food. 
Helen,  the  other  waitress,  just  loves 
it.  She  really  enjoys  talking  with  the 


"THAT  started  me 
thinking!  I  thought  of 
picking  the  kind  of  job 
I'd  LIKE  to  do." 

customers.  I'm  not  that  keen  on  it. 
I'd  rather  be  outside  working,"  says 
Jill. 

"So  you  just  walked  into  some 
landscape  company  and  said  hire 
me,  huh?"  Martin  says. 

"Don't  be  silly!  It  took  a  lot  of 
work.  The  first  thing  I  had  to  do  was 
convince  myself  that  I  COULD  do  it. 
Hey,  it's  a  lot  easier  to  just  keep 
applying  for  waitressing  jobs! 

"First,  I  looked  in  the  Yellow 
Pages  of  the  phone  book  under  the 
heading  'landscape  companies',  it 
took  me  a  few  days  to  get  up  my 
courage.  Then  I  started  making 
phone  calls.  I  asked  to  speak  to  the 
manager.  I  said  1  wanted  some 
information  about  working  in  the 
landscaping  field. 

"I  had  a  list  of  questions  to  ask.  I 
wrote  them  down  on  a  piece  of 
paper  so  1  wouldn't  forget  them 
when  1  was  on  the  phone.  I  asked  if 
you  needed  a  university  degree  or 
some  sort  of  training  to  work  in 
their  field.  I  explained  that  I  was 
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very  interested  in  eventually  getting 
a  job  working  outside  with  plants, " 
says  Jill. 

"You  mean  all  those  managers 
talked  with  you?"  asks  Martin. 

"Not  all.  Some  said  they  were 
too  busy.  But  I  didn't  let  that  dis- 
courage me.  1  kept  on  calling 
companies.  Most  of  the  managers 
were  very  helpful.  I  found  out  that  1 
could  get  a  job  doing  most  of  the 
physical  work  without  any  kind  of 
training. 

"Then  1  visited  each  of  the 
companies  1  talked  with.  1  filled  out 
application  forms.  1  asked  to  speak 
with  the  manager  again  and  just 
reminded  him  or  her  that  1  had 
talked  with  them  on  the  phone.  1 
said  1  was  leaving  my  application 
form  at  the  office.  1  told  them  1 
would  appreciate  an  interview  if  a 
job  came  open,"  says  Jill. 

"Sounds  gutsy  to  me.  Weren't 
you  afraid  they'd  laugh  at  you  or 
something?  1  mean  why  does  a 
waitress  want  to  start  working  at  a 
landscaping  company?"  Martin 
asks. 

"1  KNEW  why,  and  1  was  pre- 
pared to  explain.  I  know  what  1  like 
doing.  I  know  what  I  do  well.  Then 
it  was  just  a  matter  of  finding  a 
company  that  had  the  kind  of  job  I 


wanted  to  do.  1  was  ready  to  ex- 
plain that  to  the  managers.  When  1 
told  three  of  them  that,  they 
actually  seemed  pleased.  Letting 
them  know  this  was  a  job  1  had 
chosen  to  do  was  like  telling  them 
that  1  wouldn't  just  keep  the  job  for 
a  few  months  and  quit.  I'll  keep 
with  it,"  says  Jill. 

Martin  had  never 
thought  about  working 
at  something  he  LIKED 
doing.  He  always 
thought  a  job  was  a  job 
was  a  job.  You  did  what 
you  liked  on  the  week- 
ends. A  job  was  just 
work. 


Martin  worked  as  a  security  guard 
in  a  large  office  building  at  night. 
Like  Jill,  he  had  taken  the  job 
because  it  was  advertised  in  the 
paper.  Martin  had  never  thought 
about  working  at  something  he 
LIKED  doing.  He  always  thought  a 
job  was  a  job  was  a  job.  You  did 
what  you  liked  on  the  weekends.  A 
job  was  just  work. 


"So  you  got  an  interview  and 
got  hired?"  asks  Martin. 

"Sure  did.  1  think  I'm  as  sur- 
prised as  anybody.  But  heck,  1  sure 
worked  at  getting  this  job!  Well,  my 
break  is  over.  I've  got  to  get  back  to 
work." 

Martin  drank  his  coffee, 
thinking  about  what  Jill  had  said. 
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Career  Planning 


W 

W  We  spend  a  lot  of  our  lives  at  work.  Next  to  sleeping  we  spend 
more  hours  working  than  doing  any  other  thing.  Working  at  something 
we  don't  like  doing  makes  our  jobs  unpleasant.  Time  seems  to  drag  on. 
We  watch  the  clock  waiting  for  the  time  to  go  home.  But  next  morning,  it's 
back  to  work  at  the  same  job. 

Working  at  something  you  really  like  doing  can  actually  be  fun.  Time 
seems  to  fly.  And  when  you're  happy  at  what  you're  doing  at  work, 
everything  else  in  your  life  seems  more  pleasant. 

Sure,  there  are  times  when  you  have  to  take  whatever  job  is  available 
to  make  money.  But  too  often  that's  all  most  people  do.  We  just  take 
whatever  job  comes  along  without  thinking  if  we  would  really  like  to  do 
that  job. 

CAREER  PLANNING  MEANS  DECIDING  YOURSELF  WHAT  JOBS 
YOU  WOULD  LIKE  TO  DO. 

It  means  you  choose  the  employer  as  much  as  the  employer  chooses 
you.  That  takes  planning.  You  have  to  think  about  you  first.  After  all,  who 
knows  you  better  than  yourself?  You  think  about  what  you  want  and  need 
before  you  look  for  a  job. 

Think  back  to  when  you  were  a  child.  Chances  are  when  people 
asked  you  what  you  wanted  to  be  when  you  grew  up  you  had  an  answer. 
Then  you  grew  up.  Did  you  learn  you  should  just  take  whatever  job  came 
along? 


Steps  in 
Pbnning 
g  Career 

1    What  do  you  like  to  do? 
2i  What  do  you  do  well? 

3 Match  your  interests  and 
abilities  to  a  job. 

4 Decide  what  you  want  from 
work. 
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It  Martin  put  on  his  security 
. He  thought  about  his  talk 
.  .e  had  actually  gone  out  and 
^he  WANTED!  That  sure  was 


Martin  tliought  about  a  job  he 
would  like.  He  didn't  have  to  think 
long.  Ever  since  he  was  a  little  boy, 
Martin  wanted  to  be  an  airline  pilot. 
Now,  there  was  a  job!  Pilots  got  to 
fly  all  around  the  country  and  got  to 
see  all  those  different  cities!  THAT 
would  be  great. 

Ever  since  he  was  a 
little  boy,  Martin  wanted 
to  be  an  airline  pilot. 
Pilots  got  to  fly  all 
around  the  country  and 
got  to  see  all  those 
different  cities!  THAT 
would  be  great." 

When  Martin  was  a  boy  he  told 
his  family  and  teachers  that  he 
wanted  to  be  a  pilot.  They  would 
just  smile.  They  said  he  should  be 
happy  to  get  any  job.  They  told 
Martin  pilots  had  to  be  pretty  smart 
to  fly  those  big  airplanes.  Everyone 
knew  Martin  had  a  hard  time  at 
school.  He  had  difficulty  reading. 
When  he  was  old  enough,  Martin 


dropped  out  of  school. 

Martin  took  any  job  that  was 
available.  He  worked  at  his  Uncle 
Ray's  gas  station.  He  sold  vacuum 
cleaners.  He  worked  as  a  telephone 
solicitor.  Now  he  had  his  security 
guard  job. 

"It  may  not  be  the  greatest  job, 
but  at  least  I  can  work  on  my  own," 
Martin  said  to  himself.  "There's  no 
boss  around  and  not  too  many 
people  around  either!  1  LIKE  that!" 

Martin  went  to  work  at  the 
office  building.  Most  of  the  people 
had  gone  home  for  the  day.  He 
started  walking  his  rounds.  He  was 
still  thinking  about  how  great  it 
would  be  to  work  as  a  pilot. 

He  knew  he  would  LIKE  that 
job.  He  would  be  the  boss.  He 
would  see  different  places.  It 
wouldn't  be  just  a  job,  it  would  be 
an  adventure! 

When  Martin  got  to  the  third 
floor,  he  saw  a  new  company  had 
moved  in.  The  name  "Ace  Long 
Distance  Truckers"  was  on  the 
door. 

"Longdistance  truckers,  huh?  1 
wonder  if  a  guy  like  me  would  LIKE 
a  job  like  that.  1  like  driving  and  1 
think  I'm  pretty  good  at  it  too!" 
Martin  said  to  himself. 
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STEP  1 


What  do  you  like  to  do? 


Y 


ou  know  what  you  like  to  do 
and  what  you  don't  like  to  do.  Most 
people  like  to  do  things  they  do 
well.  Read  through  this  list  and 
make  a  check  under  Yes  if  it  is 
something  you  like  doing.  If  it  is 
something  you  don't  like  doing 
make  your  check  under  No.  If  it's 
something  you  like  doing  now  and 
then,  make  you  check  under 
Sometimes. 


EXAMPLE: 

Yes 

Sometimes 

No 

1  like  washing  dishes 

□ 

□ 

1  like  fixing  cars 

□ 

□ 

I  like  drawing 

□ 

□ 

I  C9 

1  icUI  I  Icb 

LNO 

I  likp  hplnincJ  npnnlp 
1  ur\c  1  icipii  L/cuiJic 

□ 

□ 

□ 

1  1 

1  llrxc  oCl  VII  Ig  pcUpic 

□ 

1  1 

□ 

1  1 

□ 

1  1 

1  likp  Rvirtrt  fhinrtc 
I  iirvc  iiAii  ig  Li  111  igo 

□ 

1  1 

□ 

1  1 

□ 

1  1 

I  likp  <^pllin0  rhind«; 

□ 

□ 

□ 

I  likp  \A/orkir»r(  AA/ith  ma<"hinp>c 
1  llrvc  WUI  niliy  WIUI  11  IclLI  111  ICo 

□ 

1  1 

□ 

1  1 

□ 

1  1 

1  iit\c  LcdCiiirig  Lfiiiuieri 

□ 

1  1 

□ 

1  1 

□ 

1  1 

I  likp  ^HriincJ  niimhpr'j 

□ 

□ 

□ 

1  1 

1  iirve  Lypiri^ 

□ 

1  1 

□ 

1  1 

□ 

1  1 

1  like  swimming 

□ 

□ 

□ 

1  like  cleaning  homes 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  like  applying  make-up 

□ 

□ 

□ 

1  like  cooking  food 

□ 

□ 

□ 

1  like  driving 

□ 

□ 

□ 

I  like  exercising 

□ 

□ 

□ 

I  like  sewing 

□ 

□ 

□ 

1  like  working  with  tools 

□ 

□ 

□ 
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Yes 

Sometimes 

No 

I  like  working  with  animals 

□ 

□ 

□ 

I  like  handling  money 

1  1 

U 

1  1 

U 

1  1 

1  like  styling  hair 

1  1 

u 

1 — 1 

u 

1 — 1 

u 

I  like  growing  plants 

1 — 1 

1 — 1 

u 

1 — 1 

u 

1  like  listening  to  music 

1 — 1 

1 — 1 

u 

1 — 1 

u 

1  like  playing  a  musical 
instrument 

□ 

□ 

□ 

1  like  baking 

□ 

□ 

□ 

1  like  arran^in^  flowers 

□ 

□ 

□ 

1  like  delivering  parcels  and  letters 

□ 

□ 

□ 

1  like  playing  sports 

□ 

□ 

□ 

1  like  travelling 

□ 

□ 

□ 

1  like  ^ardenin^ 

□ 

□ 

□ 

1  like  painting  houses 

□ 

□ 

□ 

1  like  singing 

□ 

□ 

□ 

1  like  dancing 

□ 

□ 

□ 

I  like  taking  photographs 

□ 

□ 

□ 

I  like  washing  windows 

□ 

□ 

□ 

1  like  walking 

□ 

□ 

□ 

I  like  talking  on  the  telephone 

1  like  teaching  adults 

1  like  coaching  sports 

I  like  doing  crafts 

1  like  cleaning  carpets 

1  like  moving  furniture 

1  like  making  people  laugh 


Yes 

n 

1  1 

Sometimes 

n 
1  1 

n 

n 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

Are  there  other  things  you  like  to  do?  Write  them  down  here: 


STEP  2 


What  do  you  do  well? 


N 


ow  you  have  an  idea  of 
what  things  you  like  to  do.  Of 
course,  there  are  some  things  that 
you  like  to  do  more  than  other 
things.  You  probably  can  do  some 
things  better  than  other  things. 
Maybe  you  can  fix  a  car,  but  you 
can't  decorate  a  birthday  cake. 
Maybe  you  can  talk  with  all  kinds  of 
people,  but  you  can't  drive  a  car  or 
truck. 


1 

2 


Knowing  what  you  like  to  do 
is  the  first  step  in  planning 
your  career. 

Knowing  what  you  can  do 
well  is  your  next  step. 


Read  this  list  of  skills.  If  you  can 
do  the  thing  well,  make  your  check 
under  the  words  Can  Do  Well.  If 
you  can  do  the  thing,  but  you're  not 
that  good  at  it,  make  your  check 
under  Can  Do.  If  you  can't  do  it  at 
all,  make  your  check  under  Can't 
Do. 

Don't  sell  yourself  short.  There 
will  be  many  things  you  can  do 
well. 


EXAMPLE: 

Can  Do 
Well 

Can  Do 

Can't  Do 

1  can  speak  two  languages 

E 

□ 

□ 

1  can  train  dogs 

□ 

□ 

1  can  sew  dresses 

□ 

□ 

Can  Do 

Can  Do 

Can't  Do 

Well 

1  can  lift  heavy  objects 

□ 

□ 

□ 

1  can  drive  a  truck 

□ 

□ 

□ 

1  can  sell  things 

□ 

□ 

□ 

1  can  convince  people 

□ 

□ 

□ 

1  can  organize  people 

□ 

□ 

□ 

1  can  plan  a  party 

□ 

□ 

□ 

1  can  cut  hair 

□ 

□ 

□ 

1  can  build  houses 

□ 

□ 

□ 

1  can  tidy  tables 

□ 

□ 

□ 

1  can  cook 

□ 

□ 

□ 

1  can  bake 

□ 

□ 

□ 

I  can  build  a  brick  wall 

□ 

□ 

□ 

I  can  build  furniture 

□ 

□ 

□ 

1  can  style  hair 

□ 

□ 

□ 

1  can  fix  car  engines 

□ 

□ 

□ 
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Are  there  other  things  you  can  do 

I  can  fix  small  appliances  I  I  I  I  I  I       that  aren't  listed  here?  Write  them 


1  can  fix  plumbing 

1  can  care  for  small  children 

I  can  type 

1  can  help  people  who  are  upset 

1  can  file  letters 

1  can  teach  children 

1  can  use  a  computer 

1  can  speak  to  a  group  of  people 

1  can  make  a  painting 

1  can  play  a  sport 

1  can  write  a  story 

1  can  tell  a  story 

I  can  rearrange  a  room  to  look 
better 

I  can  learn  new  things 
1  can  pay  bills 
I  can  buy  groceries 
1  can  entertain  people 
1  can  add  numbers 
1  can  do  tax  forms 
1  can  make  a  budget 


Tan  Do 
Well 

Can  Do 

Can't  Do 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

1  1 

□ 

n 

n 

n 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

1 — 1 

□ 

1 — 1 

□ 

1 — 1 

□ 

1 — 1 

□ 

1 — 1 

□ 

1 — 1 

□ 

1 — 1 

□ 

1 — 1 

□ 

1 — 1 

□ 

1 — 1 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

down  here: 


II  ^ 
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STEP  3 

Matching  your  interests 
and  abilities  to  a  job 


M 

K.  w  JLost  people  like  to  do 
things  they  can  do  well.  Think 
about  it.  People  who  like  to  sew  will 
spend  time  sewing.  Soon,  they  will 
become  better  at  sewing.  Why? 
Because  they  have  spent  time 
working  at  what  they  like  to  do. 

People  usually  want  to  spend 
their  time  doing  things  they  like  to 
do.  Working  takes  up  a  lot  of  our 
time.  Why  not  work  at  a  job  that 
you  will  enjoy  and  that  you  will  do 
well  at? 

Here's  how  to  find  out  where 
you  fit  in: 

IYou  know  what  you  like  to 
do.  These  are  your  interests. 

2 You  know  what  you  can  do 
well.  These  are  your  abilities. 

3 Now  you  can  match  your 
interests  and  abilities  to  a 
job. 


Here's  how: 

Look  at  your  list  of  things  you 
Can  Do  and  Can  Do  Well. 
Take  a  piece  of  paper.  Write 
these  things  down. 

Read  the  next  pages.  They 
tell  you  about  places  where 
people  work  and  the  kinds  of 
jobs  they  do  at  those  places. 

Read  carefully  about  the 
kinds  of  people  attracted  to 
those  kinds  of  jobs.  Are  they 
like  you? 

Most  people  have  many 
interests  and  abilities. 
Chances  are,  you  would  do 
well  at,  and  be  happy  with,  a 
number  of  different  jobs. 
People  are  versatile.  You 
weren't  born  to  do  one  par- 
ticular job. 

When  you  read  the  following 
pages  you  may  find  two,  or  even 
three  job  areas  that  interest  you. 
That's  great.  You  may  be  suited  to 
some  work  areas  you  hadn't  con- 
sidered before.  Or,  you  may  find 
you  already  have  a  very  good  idea 
about  the  kinds  of  jobs  you  would 
do  best  at. 


Read  through  all  of  the  work 
types.  You  could  be  surprised  to 
find  out  how  many  difi'erent  kinds 
of  work  you  could  do.  You  may 
need  more  training  to  get  some 
jobs.  But  knowing  the  kind  of  job 
you're  going  after,  and  knowing 
what  kind  of  training  you'll  need  to 
do  that  job  are  important  steps  in 
career  planning. 
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Do  you  like  to  fix  or  make  things? 

Do  you  like  working  with  your  hands? 

Do  you  like  working  with  plants  or  animals? 

Do  you  like  to  see  what  you  have  accomplished  at  the  end  of  the  day? 
Would  you  rather  work  with  things  than  with  people? 
Do  you  like  to  work  at  operating  machinery? 


Yes 

□ 
□ 
□ 

□ 
□ 
□ 


No 

□ 
□ 
□ 
□ 
□ 
□ 


People  who  say  yes  to  most  of 
those  questions,  work  in  places  like 
this: 

Loading  docks 

Farms 

Fish  farms 

Factories 

Taxi  companies 

Carpenter  shops 

Small  appliance  repair  shops 

Airports 

Sewing  factories 

Pet  grooming  businesses 

Bottle  depots 

Gas  stations 

Construction  sites 

Landscape  companies 

Oil  rigs 

Fishing  boats 

Fur  farms 

Post  offices 

Hotels 

Hospitals 

Restaurants 

Parking  lots 

Dry  cleaning  plants 

Cleaning  companies 

Veterinarian  offices 

Manufacturing  companies 

Transport  companies 


These  arejust  some  of  the  jobs 
that  people  working  at  those  places 
could  do: 

Car  or  truck  mechanic 
Small  appliance  repair  person 
Construction  laborer 
Butcher 

Assembly  line  worker 

Kitchen  helper 

Plumber 

Carpenter 

Loader 

Cutter 

Taxi  driver 

Farm  worker 

Heavy  equipment  operator 

Janitor 

Baker 

Gas  station  attendant 

Locksmith 

Letter  carrier 

Dressmaker 

Sailor 

Seamstress 

Freight  handler 

Sewing  machine  operator 

Truck  driver 

Maid 

Ranch  hand 
Upholsterer 


Cook 
Optician 

Shipping/receiving  clerk 

Tree  surgeon 

Letter  sorter 

Bus  driver 

Miner 

Meter  reader 
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Do  you  like  to  type? 


Do  you  like  to  keep  records  and  keep  things  organized? 
Can  you  use  business  machines  like  copiers  or  computers? 
Are  you  good  at  working  with  numbers? 
Would  you  like  to  work  in  an  office? 
Do  you  like  following  a  regular  routine? 


People  who  say  yes  to  most  of 
these  questions  like  to  work  in 
places  like: 

Airline  offices 
Business  offices 
Mailrooms 
Doctor's  offices 
Banks 

Insurance  companies 
Government  offices 
Store  offices 
Libraries 
Travel  bureaus 
Telephone  companies 


These  are  just  some  of  the  jobs 
that  people  working  at  those  places 
could  do: 

Typist 

Bank  teller 

Payroll  clerk 

Secretary 

Accountant 

Medical  secretary 

Court  reporter 

Insurance  adjuster 

Postal  clerk 

Auditor 

File  clerk 

Receptionist 

Telephone  operator 

Word  processing  operator 

Library  assistant 

Ticket  agent 

Rental  agent 

Cashier 

Medical  records  librarian 


Do  you  like  talking  to  people? 


Do  you  like  to  convince  people  to  do  what  you  would  like  them  to  do? 
Do  you  see  yourself  as  a  leader? 
Are  you  self  confident? 

Do  you  think  you  could  speak  in  front  of  a  group  of  people? 
Do  you  see  yourself  as  a  real  go-getter? 

Do  you  like  to  set  goals  for  yourself  and  others  and  then  reach  them? 
Do  you  like  to  organize  people? 


People  who  say  yes  to  most  of 
these  questions  like  to  work  in 
places  like: 

Furniture  stores 
Clothing  stores 
Accounting  companies 
Real  estate  companies 
Radio  stations 
Grocery  stores 
Department  stores 
Insurance  companies 
Construction  companies 
Television  stations 
Personnel  offices 


These  are  just  some  of  the  jobs 
that  people  working  at  those  places 
could  do: 

Auctioneer 
Real  estate  agent 
Business  manager 
Product  demonstrator 
Gas  station  manager 
Car  rental  clerk 
Store  manager 
Office  manager 
Insurance  salesperson 
Door-to-door  salesperson 
Banker 

Car  salesperson 
Telephone  solicitor 
Purchasing  officer 
Pawnbroker 
Production  manager 
Shoe  store  manager 
Route  salesperson 
Street  vendor 


Do  you  like  to  help  people? 

Do  you  like  to  work  with  people  rather  than  with  things? 

Can  you  teach  people  how  to  do  things? 

Can  you  make  people  feel  better  physically? 

Do  you  like  to  help  people  find  out  ways  they  can  help  themselves? 

Do  you  work  well  with  other  people? 

Can  you  plan  a  party? 

Have  you  worked  as  a  volunteer  with  a  hospital,  clinic  or  church  group? 
Can  you  explain  things  clearly  to  other  people? 


Yes 

□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 


People  who  say  yes  to  most  of 
these  questions  like  to  work  in 
places  like: 

Schools 
Restaurants 

Personnel  departments 

Dental  offices 

insurance  companies 

Barber  shops 

Prisons 

Fitness  clubs 

Hospitals 

Movie  theatres 

Churches 

Funeral  homes 

Beauty  salons 

Child  care  centers 

Homes  for  the  handicapped 

Senior  citizen's  homes 


These  arejust  some  of  the  jobs 
people  working  at  those  places  do: 

Ambulance  attendant 
Fitness  teacher 
Babysitter 
Funeral  attendant 
Movie  usher/usherette 
School  teacher 
Claims  adjuster 
Dental  assistant 
Homemaker 
Counsellor 
Nursing  Aid 
Police  officer 
Crosswalk  attendant 
Companion/homemaker 
Hospital  porter 
Child  care  worker 
Houseparent 
Restaurant  hostess 
Theatre  ncket  taker 


Nurse 

Bartender 

Manicurist 

Security  guard 

Occupational  therapy  aide 

Morgue  attendant 


No 

□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
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STEP  4 


Deciding  what  you  want 

from  work 


Y 


.ou  know  what  you  like  to  do. 
You  know  what  you  can  do  well. 
You  matched  your  interests  and 
abilities  to  a  job.  Are  you  getting  a 
better  idea  of  the  kinds  of  jobs  you 
can  do? 

There  are  other  things  to  con- 
sider though.  They're  called 
working  conditions. 

Say  you  find  a  terrific  job.  It 
seems  perfect.  But  then  you  find 
out  the  working  hours  are  from 
four  p.m.  to  midnight.  You  might 
still  want  to  do  the  job,  but  you  can't 
find  babysitters  for  your 
children  at  that  time. 

It  is  best  to  consider  the  kinds 
of  working  conditions  you  might  be 
facing  BEFORE  you  start  looking  for 
work. 


Ask  yourself  these  questions.  Then  look  at  your  answers.  These  are 
some  of  the  questions  you  should  consider. 


Do  1  want  to  work  indoors? 

Do  1  want  to  work  outdoors? 

Do  1  want  to  work  day  shift? 

Do  1  want  to  work  night  shift? 

Do  I  want  to  work  rotating  shifts? 

Do  1  have  a  physical  problem  that 
would  stop  me  from  doing  a  job? 
(example:  If  you  have  a  bad  back 
you  won't  want  to  be  doing  a  lot  of 
lifting). 

Do  1  want  to  work  out  of  town? 

Am  1  willing  to  move  to  another  city 
or  town  to  get  work? 

Am  1  willing  to  get  further  schooling 
or  training  to  get  a  specific  job? 

Will  1  make  enough  money? 


Yes 

□ 
□ 
□ 
□ 
□ 


□ 
□ 

□ 

□ 
□ 


No 

□ 
□ 
□ 
□ 
□ 


□ 
□ 

□ 

□ 
□ 


J 
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Martin's 
DreamJob 


V  V 1 1^1 1  Martin  was  a  young  boy, 
his  dream  was  to  work  as  an  airline  pilot 
He  thought  it  would  be  a  great  job! 
Working  as  an  airline  pilot  was  Martin's 
dream  job.  It  was  the  one  job  that  Martin 
always  thought  would  be  absolutely 
wonderful. 

Now  Martin  is  an  adult  His  dream  of 
being  an  airline  pilot  has  not  come  true. 
Still,  he  thinks  it  would  be  just  the  right  job 
for  him.  He  could  see  different  places.  He 
would  be  the  boss  of  the  airplane.  Every- 
day would  be  an  adventure! 

"Maybe  someday,  somehow,  I  can  get 
my  dream  job,"  Martin  said  to  himself 

"Or  maybe  I  can  get  a  job  that's  similar 
to  my  dream  job!" 
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Dream  Jobs 


I  f  you  could  have  any  job  in  the  world  what  would  it  be?  Thought  of  it? 
Okay.  Now  sit  back  and  close  your  eyes.  Think  about  what  it  would  be  like 
working  at  your  dream  job.  What  are  you  doing?  Are  you  working  with 
people  or  things?  Are  you  the  boss?  Are  you  self-employed?  Are  you 
getting  paid  lots  of  money?  Does  the  money  even  matter  to  you  since  you 
enjoy  this  job  so  much?  How  are  the  people  treating  you?  Are  you  working 
with  many  people  or  a  few? 

If  you're  having  trouble  starting,  think  back  to  when  you  were  a  child. 
What  did  you  say  when  people  asked  you  what  you  wanted  to  be  when 
you  grew  up?  Is  there  still  some  truth  left  in  that  answer? 

Your  dream  job  will  tell  you  a  little  more  about  yourself.  Often,  it's  not 
possible  to  get  the  job  of  our  dreams.  Our  dream  jobs,  however,  give  us  a 
clue  to  our  interests. 

Write  down  here  what  your  dream  job  is.  In  a  few  lines,  say  what  it  is 
about  your  dream  job  that  you  like. 
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left  school  twenty  years  ago 


hen  she  was  in  Grade  10.  She  got 
married,  had  four  children,  and  got 
divorced.  Sarah  has  lived  on  social  assis- 
tance for  the  past  two  years.  Sarah  has  a 
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social  worker.  She  thinks  her  social 
worker  has  a  terrific  job.  Sarah  also 
goes  to  a  psychologist  --  a  doctor 
she  talks  to  about  things  that 
happen  in  her  life.  She  tells  him 
.  how  she  feels  about  things.  Sarah 
thinks  being  a  psychologist  would 
be  terrific.  It's  just  exactly  the  job 
she  wants. 

Mrs.  Brown  is  Sarah's  social 
worker.  She  has  been  telling  Sarah 
about  the  upgrading  programs  she 
could  go  into.  First,  says  Mrs.  Brown, 
Sarah  will  upgrade  to  a  high  school 
diploma.  Then  Sarah  can  enter  a 
secretarial  or  trades  course. 

Sarah  says  no.  Sarah  says  she 
wants  to  be  a  psychologist.  It  may 
take  several  years  of  university,  but 
Sarah  says  she  wants  to  go  for  it. 

Sarah  enrolls  in  the  upgrading 
course.  She  has  a  difiicult  time. 
Reading  and  writing  have  always 


been  hard  for  her.  Now  she  tries  to 
really  work  at  it,  but  school  is  still 
difficult.  Yet  Sarah  continues  to  tell 
people  that  she  will  be  a  psycholo- 
gist. That  is  her  dream. 

Sarah  thinks  being  a 
psychologist  would  be 
terrific.  It's  just  exactly 
the  job  she  wants. 

Mrs.  Brown  sends  Sarah  to  a 
career  counsellor.  The  counsellor 
helps  people  decide  which  areas 
they  would  work  best  in.  Sarah  tells 
the  counsellor  she  already  knows 
where  she  wants  to  work.  She  will 
be  a  psychologist. 

"That  takes  several  years  of 
university,  doesn't  it?"  the  coun- 
sellor asks. 

"Yes,"  says  Sarah,  "But  it's 
what  I  want  to  do!" 

"How  are  you  doing  in  school 
now?"  the  counsellor  asks. 

"Not  bad.  Not  really  good.  1  find 
it  difficult  sometimes.  But  I  think 
once  1  get  into  psychology  it  will  be 
much  better.  I  don't  really  want  to 
know  any  of  this  stuff  in  the 
upgrading  classes.  It's  just  a  step  for 
me  to  do  what  I  know  I'll  be  really 
good  at  —  being  a  psychologist," 


Sarah  says. 

"What  appeals  to  you  about 
working  as  a  pyschologist  Sarah? 
What  do  you  think  a  psychologist 
does  that  you  want  to  do?" 

"They  help  people!  They  listen 
to  them.  They  just  let  people  talk!  1 
can  listen  to  my  kids  tell  me  about 
their  problems.  Even  my  neighbors 
tell  me  their  troubles.  Sometimes  I 
can  help  them.  People  say  I'm 
good  at  helping  people.  It  makes 
me  feel  good  too,"  says  Sarah. 

"Are  you  excited  about  going 
to  university  for  another  five  or 
more  years  Sarah?"  the  counsellor 
asks. 

"No!  Let's  face  it.  You  can't  be  a 
psychologist  unless  you've  got  that 
little  piece  of  paper.  No  matter  how 
good  a  listener  you  are,  people 
want  that  diploma.  It  would  be 
great  to  get  a  psychologist  job  right 
now!  Earning  money  would  be  a 
real  treat!  Social  assistance  just 
gives  me  enough  to  get  by!"  says 
Sarah. 

"Have  you  thought  of  getting 
another  job  that  would  let  you  help 
people?  Is  there  anything  else 
you've  thought  of  besides  being  a 
psychologist?"  the  counsellor  asks. 

"Not  really,"  says  Sarah.  Then 
she  perks  up,  "You  mean  like  your 
job?  That  could  be  okay." 

"You  would  have  to  go  to 
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university  for  a  few  more  years  to 
do  my  job  too  Sarah.  I  was  thinking 
more  of  a  job  you  could  do  when 
you  graduate  from  your  upgrading. 
Something  that  wouldn't  take  so 
many  more  years  of  training." 

"Like  what?"  Sarah  asks. 

"Like  maybe  working  in  a 
senior  citizen  home.  You  say  you 
like  to  help  people.  You  like  to  talk 


'Have  you  thought  of 
getting  another  job  that 
would  let  you  help 
people?  Is  there  any- 
thing else  you've 
thought  of  besides 
being  a  psychologist?" 


to  people.  Psychologists  aren't  the 
only  people  who  do  that  There  are 
lots  of  people  who  need  to  talk  to 
someone.  They  all  don't  go  to 
psychologists!" 

"You  mean  like  bartenders 
who  talk  with  people  all  the  time?" 
Sarah  jokes. 

"Something  like  that,"  the 
counsellor  says. 

When  Sarah  left  the  coun- 
sellor's office  she  started  to  think. 
She  really  had  not  thought  about 
other  kinds  of  jobs. 

Maybe  there  were  other  jobs 
that  she  could  do  to  help  people. 

Maybe  it  would  be  better  to  try 
one  of  those.  After  all,  she  really 
didn't  want  to  go  to  university  all 
those  years. 

Sarah  started  thinking  about 
her  dream  job  in  a  new  way. 


arah  had  a  dream  job.  Her 
career  counsellor  helped  her  to 
look  at  what  it  was  that  interested 
her  in  her  dream  job.  Sarah  wanted 
to  help  people.  Now  she  is  thinking 
of  other  jobs  she  could  do  that 
would  let  her  help  people.  She 
could  work  in  a  child  care  centre. 
She  could  work  in  a  bank  or  a  store. 
The  important  thing  to  Sarah  is  that 
she  work  at  helping  people. 

Have  you  thought  of  your 
dream  job?  Have  you  thought  of 
what  it  is  about  your  dream  job  that 
you  like?  Is  it  possible  for  you  to  get 
hired  at  your  dream  job  right  now? 
Would  you  need  more  schooling? 
Do  you  want  to  take  more  school- 
ing? 

Dream  jobs  tell  you  something 
about  yourself.  Sarah  found  out  she 
wanted  to  work  at  helping  people. 
Now  she  can  start  looking  for  jobs 
where  she  can  help  people. 

Thinking  about  your  dream 
job  is  a  useful  way  of  finding  out 
even  more  about  yourself.  You 
may  not  actually  get  your  dream 
job,  but  you  can  look  for  work  in 
that  field.  Chances  are,  you  can  get 
a  job  you  will  really  enjoy. 
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Talking  About 
Trucking 

Martm  thought  a  lot  about  his 

dream  job. 

Then  he  started  to  think  about  working 
as  a  long  distance  truck  driver.  It  might  be  a 
job  he  would  really  LIKE.  Driving  a  truck 
would  be  different  from  flying  an  airplane. 
But  in  a  way  it  would  be  the  same.  He 
could  be  his  own  boss.  He  could  travel  all 
over  the  country  and  see  different  cities. 

"I  wish  I  knew  more  about  what  a  guy 
has  to  do  to  get  a  job  like  that,"  Martin  said 
to  himself  one  day.  "Jill  had  the  right  idea. 
She  figured  out  what  she  wanted  to  work 
pt  Then  she  asked  people  in  that  field  how 
e  could  start  working  in  that  area.  I  guess 
kfs  what  I  have  to  do.  I'll  go  into  work  a 
little  earlier  today  and  see  if  I  can  talk  to  the 
manager  of  Ace  Long  Distance  Tmcking.  I 
fetter  think  about  what  I  want  to  know 
about  working  as  a  truck  driver." 
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Martin  took  a  piece  of  paper 
and  wrote  down  some  of  his 
questions. 

Wiien  he  finished,  his  list 
looked  like  this: 

IDo  I  have  to  go  to  school  or 
get  special  training? 

2 What  exactly  does  a  long 
distance  trucker  DO  on  the 
job? 

3 Other  than  driving,  are  there 
any  different  skills  needed  to 
do  this  job? 


Are  there  jobs  available  for 
truck  drivers? 


He  put  the  list  in  his  pocket  and 
went  to  work. 

When  he  got  to  the  office 
building,  Martin  went  up  to  the 
second  fioor.  He  opened  the  door 
of  Ace  Long  Distance  Trucking. 

"You  can  do  this,"  he  told 
himself.  He  was  feeling  nervous. 
He  had  never  done  anything  like 
this  before. 

"Can  1  help  you?"  the  recep- 
tionist asked  him. 


"Yes,"  said  Martin,  "1  would  like 
to  talk  with  the  manager  for  a  few 
minutes." 

"Can  I  tell  him  what  it  is  you 
want  to  speak  with  him  about?" 
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"I  just  have  some  questions  to 
ask  him  about  long  distance 
driving,"  said  Martin. 

"Please  have  a  seat.  1*11  call 
him,"  the  receptionist  said. 

Martin  sat  down.  In  a  few 
minutes  the  manger  came  out. 

"Hi.  My  name  is  Bart  Lyzic. 
What  can  I  do  for  you?" 

"I'm  Martin  Hinchey.  I  work  as 
a  security  guard  in  this  building.  1 
have  for  two  years.  1  saw  the  sign  on 
your  door  a  few  weeks  ago  and  1 
started  thinking  about  what  it 
would  be  like  to  work  as  a  long 
distance  truck  driver.  I  have  some 
questions  about  the  job.  I  would 
appreciate  it  if  you  could  give  me 
some  information." 

"Information  I  can  give  you. 
But  if  you're  looking  for  a  job,  I  don't 
have  any  right  now.  I've  hired 
everyone  1  need,"  Mr.  Lyzic  said. 

"No.  I  just  want  to  know  a  few 
things  about  the  job,"  Martin  said. 
"Well,  come  in  my  office." 

The  two  men  went  into  the 
manager's  office. 

"What  kind  of  questions  do 
you  have?"  Mr.  Lyzic  asked. 

Martin  took  his  list  out  of  his 
pocket. 

"Do  you  have  to  go  to  school  or 
get  special  training  to  be  a  truck 
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driver?"  Martin  asked. 

"Yes.  You  have  to  get  some 
experience  driving  a  semi—tiiat's 
winat  we  call  tine  trucks.  Most  of  our 
drivers  have  taken  a  course  at  one 
of  tine  truck  driving  sciiools  in  town. 
Tiney're  usually  around  six  weeks 
or  so.  Then  once  you've  completed 
the  course  you  try  out  for  your  Class 
One  license." 

"I've  never  been  a  long 
distance  truck  driver.  I 
just  know  I  like  to  v^ork 
alone.  I  enjoy  driving. 
Ever  since  I  was  a  kid, 
I've  wanted  to  see 
different  places." 

"What  exactly  does  a  long 
distance  driver  DO  on  the  job?" 
Martin  asked. 

"Well,  my  drivers  drive  from 
here  to  California.  There's  two 
drivers  in  each  truck.  We  haul  peat 
moss  down  south  and  bring  back 
fr"uit.  They  will  leave  here  in  the 
morning  and  get  to  the  Canada- 
U.S.  border.  There's  some  paper 
work  to  fill  out  at  customs.  You 


know,  what  your  load  is,  that  sort  of 
thing.  Then  they  go  to  California. 
They  stop  at  certain  places  to 
unload.  Then  they  start  loading  the 
fruit  they'll  bring  back.  This  is  our 
busy  season,  so  we  expect  the 
drivers  to  leave  and  be  back  here  in 
five  days." 

"Does  that  mean  you  look  for 
people  who  just  drive?  Is  there 
anything  else  you  look  for  in  hiring 
a  new  driver?"  asked  Martin. 

"Well,  yes.  That's  a  good 
question.  It  helps  if  the  driver  has 
some  mechanical  ability  too.  You 
know  I'm  not  looking  for  someone 
to  overhaul  my  trucks  on  the  road 
or  anything.  But  if  a  rig  breaks 
down,  it's  good  to  have  a  driver 
who  has  some  idea  of  what  went 
wrong.  Then  they  can  try  to  fix  it. 
Or  they  can  call  me  and  let  me 
know  exactly  what  went  wrong," 
the  manager  said. 

"My  last  question  you  kind  of 
answered  already.  In  general,  are 
there  jobs  available  for  truckers?  I 
know  you  said  you  don't  need  any 
here.  I'm  just  asking  if  it's  the  kind 
of  work  a  guy  can  rely  on,"  Martin 
said. 

"Sure.  Good  drivers  are  always 
needed.  You  can  make  good 
money  at  it  too.  Your  best  bet  is  to 
take  the  driving  course,  then  go  to 


the  trucking  firms  in  town  and 
apply  for  jobs." 

"Well,  thank  you  very  much 
for  your  time,  Mr.  Lyzic.  You've 
really  helped  me  with  my 
questions,"  Martin  said. 

"Hang  on  a  minute.  I've  got 
some  questions  for  you.  What 
makes  you  think  you  want  to  be  a 
long  distance  truck  driver?" 

"I've  been  thinking  lately  about 
the  kind  of  work  I  LIKE  to  do.  Now 
I've  never  been  a  long  distance 
truck  driver.  I  just  know  I  like  to 
work  alone.  I'm  not  the  kind  who 
likes  to  be  surrounded  by  people 
all  the  time.  I  enjoy  driving.  Ever 
since  I  was  a  kid,  I've  wanted  to  see 
different  places.  So  when  I  saw 
your  sign  it  started  me  thinking. 
Now  you've  told  me  something 
about  the  job  and  I  like  what  I  hear. 
I  think  I'll  go  down  to  one  of  those 
driving  schools  and  see  how  much 
they  charge  for  one  of  those 
courses,"  Martin  said. 

"Well,  good  luck  to  you.  You  let 
me  know  how  you're  doing,"  Mr. 
Lyzic  said  as  he  walked  Martin  out 
of  his  office. 

Martin  was  pleased. 

"Tomorrow  morning,  he  said 
to  himself,  "I'm  going  to  go  to  one 
of  those  truck  driving  schools." 
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Finding  Out  About  Jobs 


J^^^oth  Martin  and  Jill  took 
some  time  to  find  out  more  infor- 
mation about  the  new  jobs  they 
were  considering.  They  called  or 
visited  people  in  the  fields  that 
interested  them  and  asked  ques- 
tions. 

You  can  do  this  too. 

This  is  called  an  information 
interview.  You  are  not  calling  on  a 
manager  to  apply  for  a  job.  You  are 
just  asking  questions  about  the 
kind  of  job  that  interests  you. 

Say  you  decide  you  would  like 
to  work  in  a  pet  parlour  grooming 
dogs.  You  think  the  job  of  bathing 
dogs  and  clipping  their  hair  would 
be  interesting.  You  know  you  like 
working  with  animals.  You  really 
like  dogs.  But  you  don't  know  very 
much  about  the  job  itself.  Will  you 
need  special  training?  What  is  the 
pay?  Is  anyone  hiring  dog 
groomers? 

It's  up  to  YOU  to  find  out  the 
answers  to  these  questions.  Start  by 
looking  in  the  Yellow  Pages  of  the 
telephone  book.  Make  a  list  of  the 
dog  groomers  in  your  area.  Call 
each  one.  Ask  to  speak  to  the 
manager. 

Explain  that  you  want  some 
information  about  working  as  a 
dog  groomer.  Don't  say  you're 
looking  for  a  job.  Right  now  you're 
just  trying  to  find  something  out 
about  that  type  of  work.  Besides,  if 
you  say  you're  looking  for  work  the 
manager  can  easily  brush  you  off 
by  saying  there  are  no  jobs 
available. 


FUGHT  NOW  YOUR  GOAL  IS 
NOT  TO  GET  A  JOB.  YOUR  GOAL 
IS  TO  GET  INFORMATION  ABOUT 
THE  JOB.  You  can  ask  for  a  meeting 
with  the  manager  to  ask  your 
questions  in  person. 

Or,  you  can  ask  your  questions 
over  the  phone. 

Choose  the  method  you're 
most  comfortable  with. 

Going  to  an  information  inter- 
view may  be  difficult  the  first  time. 
Give  yourself  a  chance.  Each  time 
you  talk  with  an  employer  it  will  be 
more  comfortable.  This  is  also  good 


practise  for  a  job  interview. 

You  will  also  talk  with  people 
who  may  be  rude  or  who  may  not 
want  to  answer  any  of  your  ques- 
tions. Don't  give  up.  Keep  on  calling. 
There  will  be  people  who  will  help 
you. 

One  thing  to  remember  about 
information  interviews:  Don't  stop 
at  just  one.  Get  out  there  and  talk 
with  as  many  employers  as  you 
can.  It's  a  good  way  of  making 
contact  with  people  in  the  area  you 
want  to  work  in. 


Things  to  Ask  About  a  Job 

Before  you  meet  with  a  manager  to  talk  about  a  specific  job,  think  about 
what  you  want  to  know  about  the  job.  Here  are  some  questions  you  might 
ask: 

What  do  people  actually  do  on  the  job? 
What  kind  of  work  experience  is  needed  to  do  the  job? 
What  special  training,  if  any,  is  needed  to  do  the  job? 
What  does  the  job  pay? 

What  does  the  job  pay  after  someone  has  been  doing  it  for  a  few  years? 
How  oft;en  are  there  job  openings? 
What  are  the  hours  of  work? 

Will  I  need  my  own  tools  (if  in  trades)  or  are  they  supplied? 
Will  1  be  working  indoors  or  outdoors? 

How  strong  do  you  have  to  be  to  do  the  job? 

(example:  Some  truck  drivers  just  drive  the  truck.  Other  truck  drivers  drive 
the  truck  and  unload  as  well.) 


28 


 »  « 

Finding  A  Job 


1  Visit  companies  that  hire  people  to  do  the 
kind  ofjob  you  want  and  fill  out  an  applica- 
tion form. 

O  Tell  everyone  you  know  that  you  are  looking 
for  ajob.  Name  the  job  or  work  area  you've 
decided  you  would  work  best  at. 

2  Read  the  want  ads  in  the  newspaper.  Apply 
for  those  that  interest  you. 

STEP  1 

Visit  companies  and 
fill  out  application  forms 

Y 

M.  ou've  decided  what  you  like         Your  first  step  is  to  visit  the     restaurants.  Ask  to  speak  to  the 

to  do.  You've  looked  at  what  you  do  companies  and  businesses  that    manager.  Explain  that  you  are 

well.  You've  called  some  com-  hire  people  who  do  the  job  you    looking  for  work  as  a  waitress.  Ask 

panics  and  asked  questions  about  want  to  do.  For  example,  if  you     to  fill  out  an  application  form, 

jobs  that  interest  you.  want  to  work  as  a  waitress,  make  a 

Are  you  now  ready  to  find  a  job  list  of  the  restaurants  you  would 

in  the  work  area  you've  chosen?  like  to  work  at.  Then  go  to  those 
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STEP  1 


TIPS  ON  COMPLETING  APPLICATION  FORMS: 


Ilf  possible,  take  the  application 
form  home  where  you  can  take 
your  time  to  fill  it  out  neatly  and 
properly.  Ask  for  two  copies  so  you 
can  do  one  in  pencil  and  one  ~  the 
good  copy  ~  in  ink  or  typing.  Keep 
the  rough  copy  to  help  you  fill  in 
your  next  application  form. 

2 Make  sure  you  have  your  Social 
Insurance  Number  with  you. 
Print  this  on  a  little  card  and  keep 
the  card  in  your  wallet. 

3 Read  and  follow  the  directions 
carefully.  If  it  says  "Print", 
"Type",  or  "Write"  -  DO  SO!  Use 
N/A  (which  means  Not  Applicable) 
to  fill  in  the  blanks  that  don't  apply 
to  you  instead  of  just  leaving  blank 
spaces.  This  tells  the  employer  that 
you  have  read  each  item. 

4 Give  your  name  in  the  order  it  is 
asked  for.  Sometimes,  they 
want  your  last  name  first. 

5 When  listing  past  work  experi- 
ence or  schools  you  have 
attended,  start  with  the  most  recent 
(or  your  present)  job  or  school  and 
work  backwards  in  time. 

6 State  the  specific  position  that 
interests  you.  An  answer  like 
"anything"  or  "whatever  you  have 
open"  may  be  true,  but  it  won't 
impress  employers. 


Sfimi.  />PH_ICATION  FORM 


Cotiplete  all  blanks.  Use  CAPITAL  LETTERS. 
General  Infonration 


Social  Insurance  Nuiber 


Nuiber  and  Street  City  Province  Postal  Code 
Previous  Adctess 


Mjiter  and  Street         City        Province        Postal  Code 


Hew  long  there 


Position  you  are  applying  for 
When  can  you  start  work?   


Education  -  Most  recent  school  first. 


Names  of  schools  attended 


Dates  of  attendance 


City 


Enployment  tjackgrotrd  -  Most  recent  job  first. 

Dates       Name  &  Address  of  Enployer   Job  Title  and  Duties  Rate  of  Pay    Reason  for  Leaving 


What  machines  or  equipment  can  you  operate? 


What  additional  experience  or  training  have  you  had  (other  than  work  experience)? 


What  hobbies  and  activities  are  you  involved  in? 
Which  languages  do  you  speak?   


References  -  Other  than  relatives. 
Name   Occupation 


To  the  best  of  try  knowledge,  the  above  information  is  truthfiil  and  accurate. 

Signature   
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STEP  2 


Tell  everyone  you  know 
that  you're  looking  for  a  job 


o 


n  the  next  page  you  will  read  about  George.  He  is  unemployed. 
You  will  see  how  George  finds  out  he  has  "contacts."  It  is  these  contacts 
that  help  George  find  work. 

You  too  have  contacts.  Everyone  does.  Think  about  this  for  a  minute. 
Your  neighbour  may  know  someone  who  is  hiring  people  for  a  job. 
Maybe  your  barber  or  hairdresser  knows  of  a  job.  Perhaps  they  can  help 
you  find  a  job,  or  even  tell  you  about  kinds  of  jobs  you  might  not  have 
thought  about. 

That's  another  step  in  finding  a  job.  Tell  people  you're  looking  for 
work.  Tell  fi-iends.  Tell  relatives.  Tell  people  you  do  business  with  like  the 
barber,  the  hairdresser,  taxi  driver,  bus  driver,  bartenders,  cashiers  or 
bank  tellers.  Not  everyone  will  be  able  to  help  you.  But  one  of  them  may 
give  you  some  good  information. 

Remember,  OVER  70  PER  CENT  OF  THE  JOBS  AVAILABLE  ARE 
NEVER  ADVERTISED.  Never.  That  means  when  you  look  in  the  want  ads 
you're  only  seeing  some  of  the  jobs  that  are  available. 

V\/hy  is  this?  Most  jobs  are  filled  by  "word  of  mouth."  In  the  next  story 
you  will  read  about  George.  He  finds  another  job  because  a  ft^iend  knew 
he  was  looking  for  work. 

Employers  often  fill  jobs  with  people  who  have  come  to  look  for  a  job 
before.  This  is  where  your  information  interview  comes  in.  If  you  present 
yourself  as  an  interested  worker,  the  employer  will  remember  you.  When 
a  job  does  come  up,  the  employer  could  call  you  in  for  an  interview.  He  or 
she  may  never  advertise  the  job. 


Write  down  the  names  of  at 
least  seven  people  you  know. 
These  are  your  contacts.  Tell  these 
people  you  are  looking  for  a  job. 
They  may  be  able  to  help  you. 
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Out  Of  Work 


George  is  angry.  For  the  past 

twenty-five  years  he  has  worked  as  a  crane 
operator.  He  rarely  missed  a  day.  George 
liked  his  work.  He  was  good  at  it.  Now  he 
has  been  laid  off.  His  boss  said  there  is  no 
more  work  for  him  to  do. 

George  has  a  family  to  feed.  He  is  angry 
because  he  feels  he  has  done  nothing 
wrong.  Now  he  has  no  work  He  did  not 
quit  his  job.  His  job  quit  him. 

George  called  other  men  he  knew  who 
worked  as  crane  operators.  They  said  it's 
the  same  thing  all  over.  People  are  laid  off. 
There's  no  more  work  Some  told  George 
not  to  even  look  for  another  job.  There  just 
aren't  any.  Now  George  is  confused.  If  he 
can't  work  as  a  crane  operator,  what  can 
he  do? 

The  next  night  George  goes  to  coach  his 
baseball  team.  The  players  are  ten  to 
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twelve  years  old.  George  has 
coached  baseball  for  as  long  as  he's 
worked  as  a  crane  operator  — 
twenty-five  years.  He  says  he  does 
it  because  he  likes  the  kids.  He  also 
enjoys  being  outside. 

Tonight  George  is  grumpy.  He 
knows  losing  his  job  isn't  anybody's 
fault.  That's  the  problem.  He  wants 
to  blame  somebody.  Anybody.  But 
there's  no  one  to  blame.  Still,  he  is 
short  tempered  with  the  baseball 
players.  Some  of  the  kids  ask  him 
what  is  wrong. 

"It's  not  you  guys,"  says 
George.  "1  lost  my  job.  I  was  laid  off, 
told  there  was  no  more  work.  I 
worked  there  for  twenty-five  years. 
Now  what  am  I  supposed  to  do?" 

"Sorry  George,"  the  kids  say. 
The  ball  practice  ends  early  that 
night. 

George  goes  home  and  looks 
in  the  newspaper  want  ads  for 
work.  His  ft-iends  are  right.  There 
are  no  jobs  listed  for  crane  opera- 
tors. George  goes  to  bed,  but  he 
doesn't  sleep  well  that  night. 

A  few  days  later,  George  gets  a 
phone  call  from  a  father  of  one  of 
the  boys  on  the  ball  team.  His 
name  is  Salim.  Salim  says  that  he 
has  heard  that  George  is  out  of 
work. 


"Yes,"  says  George.  He  thinks 
it's  odd  that  this  man  has  called.  He 
feels  embarassed  that  he  knows  he 
is  out  of  work.  "I'll  get  another  job 
soon.  1  have  a  lot  of  experience.  I'm 
not  like  some  other  guys  who  just 
want  to  sit  around.  I  want  to  work." 

He  had  never  thought 
of  working  with  kids  as 
a  way  of  making  a 
living.  That  was  some- 
thing he  did  in  his  spare 
time. 

"That's  what  I  want  to  talk  to 
you  about,"  says  Salim.  "You've 
been  coaching  baseball  for  many 
years.  You  get  along  well  with  the 
boys.  You  seem  to  like  working 
with  them.  They  like  you.  1  run  a 
youth  camp.  It  is  open  only  in  the 
summer.  I  thought  you  would  be  a 
natural  to  work  there.  You  know, 
there  would  be  more  to  the  job 
than  coaching  ball.  You  would  have 
to  watch  over  the  boys  and  work 
with  other  counsellors  too.  The  job 
would  only  last  two  and  a  half 
months.  But  I  think  you  would  be 
good  at  it.  Would  you  think  about 
it?" 


George  was  surprised.  He  had 
never  thought  of  working  with  kids 
as  a  way  of  making  a  living.  That 
was  something  he  did  in  his  spare 
time.  He  told  Salim  he  would  think 
about  it. 

Who  would  have  thought  he 
would  be  offered  a  job  by  one  of  his 
player's  fathers! 

"1  guess  that's  what  you  call 
having  connections,"  George 
laughed  to  himself.  George  had 
always  thought  it  was  only  rich 
people  who  had  connections. 
Ordinary  people  like  him  didn't 
have  connections.  At  least  that's 
what  George  thought  before. 
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STEP  3 


Read  the  want  ads 


o 


nly  some  of  the  jobs 
available  at  any  time  are  adver- 
tised. Wise  job  seekers  visit 
companies  to  fill  out  application 
forms,  tell  everyone  they  know 
they  are  looking  for  work  and  read 
the  want  ads. 

Some  want  ads  will  say  that 
anyone  interested  in  the  job  should 
apply  at  a  certain  address.  No 
phone  number  is  given. 

If  that  is  the  job  you  are 
applying  for,  go  to  the  address  and 
explain  why  you  are  there.  Be  sure 
you  are  dressed  neatly.  Be  pre- 
pared to  fill  out  an  application  form 
and  to  talk  with  the  manager. 

Other  want  ads  will  give  you  a 
phone  number  to  call  only.  Then 
you  must  call  the  company.  Ex- 
plain why  you  have  called.  Ask  to 
speak  to  the  manager  or  to  the 
person  who  is  hiring.  Ask  any 
questions  you  have  about  the 
advertised  job.  For  example:  Is  it 
shift  work?  Is  there  training  on  the 
job? 

Then,  ask  the  employer  for  an 
appointment  to  see  him  or  her.  You 
may  get  an  appointment,  or  the 
employer  may  tell  you  to  come  in 
and  fill  out  an  application  form. 

Then  there  are  the  want  ads 
asking  you  to  send  in  a  resume. 
(Say  it  REZ-u-may.) 


What  is  a  resume?  It  is  your  history.  A  resume  is  like  a  little  ad  for 
yourself.  It  tells  the  employer  who  you  are  and  what  you  have  done.  It  is 
like  an  application  form,  but  YOU  are  the  one  who  writes  it. 

You  write  a  resume  and  a  "covering  letter"  when  you  answer  an  ad 
asking  you  to  apply  in  writing. 

You  can  also  use  your  resume: 

•  at  a  job  interview  so  that  you  can  refer  to  it  when  an  employer  asks 
you  questions. 

•  when  filling  out  job  applications.  You  can  leave  your  resume  along 
with  your  job  application. 
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Sample  Resume 

.    ,     »  :  jl 


Georgette  Larskin 

29  Crescentville  Street 

Calgary,  Alberta 

T^O  1K9 

Telephone:  ^4-65-2091 

Position  Desired:    Baker's  Helper 

Education:         Currently  completing  Grade  11  upgrading  at  Alberta 
Vocational  Centre,  Calgary 

Grade  9,  3asper  Point  School,  Calgary,  Alberta 

Work  Experience:    January  -  May  1986  —  worked  as  short  order  cook 
at  Bill's  Barbeque,  Bigger,  Saskatchewan 

February  -  December,  1985  —  counter  clerk 
selling  goods  at  Bountiful  Bakery,  Calgary,  Alberta 

August,  198A-  -  February,  1985       waitress  at 
Smiley's  Cafe,  Calgary,  Alberta 

Hobbies  and  Interests:    Like  cooking  and  baking.     Enjoy  camping  and 
outdoor  sports,  especially  baseball. 

References:        Available  upon  request. 
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Resume  Outline 


R 


,  ead  the  sample  resume.  Then  Fill  in  the  following  resume  outline  for  yourself. 
Personal  Data  Name   Full  name  -  no  nicknames. 


Address 


Include  your  Postal  Code 


Telephone 


Position  Desired 


Name  the  specific  job  you  want. 


Education 


Include  the  schools  you  last 
attended  and  school  subjects  that 
might  be  important  for  the  job. 


Work  Experience 


Start  with  your  most  recent  work 
and  work  backwards.  Include  part- 
time,  summer  and  even  volunteer 
work. 


Hobbies  and  Interests 


Include  all  sports  and  out-of-work 
activities  that  might  be  useful  to 
that  employer. 

Certificates,  e.g.  swimming,  and 
special  skills  or  training,  e.g.  St. 
John's  First  Aid,  driver's  license,  are 
worth  mentioning. 


References 


Have  handy  the  names,  positions  and  phone  numbers  of  two  or  three  people  who  know 
you  well.  Former  employers  and  teachers  are  usually  willing  to  act  as  references.  Be  sure 
to  get  their  permission  first.  Offer  those  names  when  the  employer  asks  you  for 
references. 


There  are  other  ways  to  set  up  a  resume  and  you  can  find  other  examples  in  your  public 
library. 
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Covering  Letters 


L  JL  covering  letter  should 
always  be  sent  with  your  resume 
when  an  ad  says  to  apply  for  a  job 
in  writing.  A  covering  letter  should 
be  short  and  neatly  written  or 
typed. 

You  should  include  your  name, 
phone  number  and  your  particular 
abilities  or  interests  that  would  help 
you  in  the  job. 

You  should  mention  that  you 
are  available  to  come  in  for  a  job 
interview  and  tell  the  employer 
where  you  can  be  contacted. 

WRITING  A  COVEFUNG  LETTER 

Take  a  sheet  of  paper. 
Practise  writing  a  covering  letter. 
The  company  you  are  writing  to  is 
Office  Automatics  at  6819  -  105 
Avenue    S.W.,  Calgary,  Alberta 
T6A  0M2. 

Use  your  own  name  and  address. 
The  position  you  are  asking  for  is 
receptionist. 

For  this  exercise,  say  that  you  have 
worked  as  a  receptionist  for  six 
months  at  Murphy  &  Sons  jobbers 
Ltd.  Say  why  you  would  be  the 
person  to  hire  for  this  job.  Write 
why  you  would  like  this  job. 
Refer  to  the  sample  covering  letter 
on  this  page. 


Georgette  Larskin 

29  Crescentville  Street 

Calgary,  Alberta 

T43  1K9 

February  9,  1986 


Mr.  Pete  Jackson 
Manager,  Beston  Bakery 
100  Main  Street 
Edmonton,  Alberta 
T5N  2?k 

Dear  Mr.  Oackson: 

I  would  like  to  be  considered  for  the  position  of  baker's 
helper  in  your  company  -  Beston  Bakery. 

I  have  worked  as  a  short  order  cook  at  Bill's  Barbeque  and 
in  sales  at  the  Bountiful  Bakery.     I  really  enjoy  baking 
fancy  cakes  and  squares. 

I  am  enclosing  my  resume  and  would  like  to  talk  with  you 
in  person.    Please  phone  me  at  your  convenience  to  arrange 
an  interview. 

I  look  forward  to  hearing  from  you. 
Yours  truly. 


Georgette  Larskin 
Telephone:  ^^65-2091 
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The  Job  Interview 


c 

ongratulations!  You've  got 
a  job  interview.  Here's  your  chance 
to  talk  face-to-face  witii  the 
employer.  People  sometimes  feel 
nervous  about  job  interviews.  That's 
usually  because  they  don't  know 
what  kinds  of  questions  they'll  be 
asked.  Here  are  some  of  the 
questions  employers  ask  most 
often: 

What  kind  of  work  are  you  inter- 
ested in? 

Why  do  you  want  this  particular 
job? 

What  experience  do  you  have  to 
do  this  work? 

Why  do  you  want  to  work  for  our 
company? 

What  makes  you  think  you  could 
do  a  good  job? 

What  skills  do  you  have  that  would 
be  useful  in  doing  the  job? 
Would  you  be  willing  to  take  further 
training  if  it  was  needed  for  the  job? 
What  wage  do  you  expect? 


One  way  to  make  yourself  feel  more  relaxed  about  a  job  interview  is 
to  practise  an  interview  with  a  friend  or  relative.  Ask  someone  to  read  the 
interview  questions  to  you.  Answer  them  as  you  would  in  a  job  interview. 
Give  yourself  a  chance  to  think  about  what  you  would  say.  Knowing  how 
you  will  answer  the  questions  will  help  you  feel  more  comfortable  with 
the  interview. 

The  day  of  the  interview  be  sure  to  dress  neatly.  Arrive  on  time. 
Answer  the  employer's  questions.  Smile  and  be  pleasant.  Don't  smoke  or 
chew  gum  in  the  interview. 


Got  a  Job  inrerview? 


Handling  Problems 
During  the  Interview 


M 


,  ost  people  are  nervous  at  a  job  interview.  We  want  to  make  a 
good  impression.  We  want  to  get  the  job.  However,  everyone  has  their 
own  particular  concerns.  One  person  might  feel  they  haven't  got  enough 
experience  to  get  the  job.  Another  person  thinks  if  the  employer  finds  out 
they  can't  read  or  write  very  well  the  employer  won't  hire  them.  Another 
person  might  think  they  haven't  had  a  job  for  so  long  that  an  employer 
will  think  they  won't  stay  at  the  job. 

Stop  for  a  minute.  Think  about  what  YOU  see  as  your  biggest 
problem  in  getting  a  job.  Think  about  it  from  the  employer's  point  of  view. 

Okay.  You  have  practised  some  of  the  interview  questions.  You  have 
thought  about  how  you  would  answer  them.  That's  good.  You  have 
prepared  yourself.  Now  it's  time  to  prepare  yourself  to  answer  that  really 
tough  question.  What  will  you  say  if  the  employer  says  that  you  don't  have 
enough  education,  enough  experience,  or  enough  something? 

You  could  feel  defeated.  You  could  get  angry  and  say  you  didn't  want 
the  dumb  job  anyway.  Or,  you  could  think  up  an  answer  to  any  objection 
the  employer  could  have  to  hiring  you  BEFORE  you  go  to  the  job 
interview. 


Kim  Chinas  Job  Interview 


W  Wei 


e  understand  English  is  not  your  first  language.  There  will 
be  times  on  this  job  when  you  will  have  to  report  to  people  what  you  have 
done." 

Kim  answers:  "I  have  been  taking  English  courses.  Today  1  speak 
English  better  than  1  did  two  years  ago.  1  am  still  studying  English.  Soon  1 
will  speak  English  even  better." 

Kim  shows  the  employer  that  he  is  working  on  his  language.  He 
points  out  that  he  has  improved  his  English  already  and  will  continue  to 
improve  it. 


Norman  Tait's 
Job  Interview 


W 


ell  Norman,  we 
would  be  interested  in  hiring  you. 
But  we  see  here  that  you  don't 
have  any  experience  working  as  a 
bellhop,"  the  employer  says. 

"That's  true,  I  have  had  other 
jobs  though  where  1  worked  with 
the  public.  1  enjoy  working  with 
people  and  1  do  it  well.  I'm  sure  the 
skills  I  gained  at  those  other  jobs 
will  help  me  when  I  work  as  a 
bellhop.  Other  employers  have  also 
said  that  I  learn  quite  quickly," 
answers  Norman. 

Norman  had  thought  about 
what  he  would  say  if  the  employer 
said  he  didn't  have  enough  work 
experience.  He  took  what  could 
have  been  a  disadvantage  and 
turned  it  around.  The  employer 
now  sees  what  was  once  a  problem 
from  a  different  point  of  view. 
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Jane  Silvaniuk's  Job  Interview 


would  be  very  interested  in  hiring  you  Jane.  But  you 
inaven't  held  a  job  for  the  past  seven  years,"  the  employer  says. 

Jane  pauses  for  a  few  seconds.  She  counts  to  three  in  her  head.  Then 
she  says:  "What  exactly  is  your  concern  about  my  not  having  a  job  for  the 
past  seven  years?" 

"Well,  I'm  wondering  how  you  will  adjust  to  working  again.  We  had 
another  woman  come  to  work  for  us.  She  hadn't  had  a  job  for  some  time 
either.  After  a  few  months,  she  found  raising  a  family  and  holding  a  job 
was  just  too  much  for  her.  She  quit.  We  had  taken  the  time  to  train  her 
and  then  she  was  gone.  We  don't  want  that  to  happen  again,"  the 
employer  says. 

Jane  says,  "I  am  supporting  my  family  now.  I  must  return  to  work.  1 
have  made  child  care  arrangements.  1  have  the  names  of  some 
babysitters  who  will  care  for  my  children  on  school  holidays  or  when  they 
are  sick.  I  am  also  looking  forward  to  going  back  to  work.  1  have  been 
planning  for  it  for  some  time  now." 

Jane  asked  the  employer  to  further  explain  his  concern.  That  was  a 
good  thing  to  do.  She  asked  the  employer  why  he  was  worried  about  her 
not  having  a  job  for  several  years.  She  found  out  the  employer  had  just 
had  problems  with  another  employee  who  quit  after  a  few  months.  He 
was  worried  she  might  do  the  same  thing. 

Jane  then  explained  that  she  didn't  want  to  quit  after  a  short  time.  She 
said  she  had  to  work  to  support  her  family.  She  let  the  employer  know 
that  she  had  planned  ahead  and  made  child  care  arrangements. 

The  employer  found  out  he  didn't  have  to  worry  about  Jane  staying 

on. 


Caroline 
Mcintosh's 
Interview 


T 


here  is  some  reading 
and  writing  needed  for  this  job.  We 
see  here  on  your  application  that 
you  only  completed  Grade  Nine," 
says  the  employer. 

"Yes.  But  since  then  1  have 
been  going  to  upgrading  classes. 
I'm  not  Finished  them  yet,  but  I  am 
learning  to  read  and  write  better," 
says  Caroline. 

Caroline  told  the  employer  that 
she  was  willing  to  learn  to  read  and 
write  better.  She  said  she  was 
already  taking  upgrading  classes. 
That  shows  Caroline  is  willing  to 
work  to  better  herself  An  employer 
likes  to  hear  that.  Why?  Because  it 
usually  means  someone  like 
Caroline  will  work  hard  at  her  job 
too. 


After  the  Interview 


W 


ait  two  days,  then  call  the  person  who  interviewed  you.  Ask  if 
they  have  made  a  decision  about  who  they  will  hire.  Explain  that  you  are 
quite  interested  in  the  job.  Say  you  would  be  happy  to  provide  them  with 
any  additional  information  they  might  need.  This  tells  the  employer  that 
you  are  really  interested.  He  or  she  might  remember  you  for  future  jobs. 
You  can  also  follow  up  an  interview  by  sending  a  card  thanking  the 
employer  for  the  opportunity  to  speak  with  them.  Here  again  you  can 
write  that  you  would  be  happy  to  provide  any  further  information. 


I  i 
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sat  in  the  cab  of  the 
tmck  He  put  his  hands  on  the  wheel. 

"This  has  been  a  great  course.  I've 
learned  a  lot  I  KNOW  I  really  like  this  too," 
he  said  to  his  truck  driving  instructor. 
;i:S::::ti':;;*'You've  done  really  well,  Martin.  You've 
tj::i::jpj^ed  this  couTse.  Now  it's  up  to  you  to 
find  a  job.  You  can  do  it!"  Martin's  instructor 


|ttl»» 
ilillt 


3U  know,  when  I  was  a  kid  I  really 

iitif-i  ...  . 

aed  to  be  an  airline  pilot  I  thought  it 


"'^  iwould  be  a  great  job.  A  real  dream  job.  I 
wm  f|guj-e(j  pilots  got  to  see  different  places. 
I         /  were  the  boss  of  the  airplane.  You 
[      .  low,  truck  driving  is  going  to  be  similar.  I'll 
see  different  places.  Fll  be  the  boss  on  the 
oad,"  says  Martin. 

"And  the  best  thing  is  you  won't  have  to 
get  air  sick  driving  a  truck,"  joked  Martin's 
instructor. 
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Both  men  laughed. 

In  the  next  few  weeks  Martin 
looked  for  a  job  as  a  long  distance 
truck  driver.  He  visited  companies 
that  hired  drivers.  He  filled  out 
applications.  He  waited. 

One  night  when  he  was  doing 
his  rounds  in  the  office  building  he 
met  Bart  Lyzic,  the  manager  of  Ace 
Long  Distance  Trucl^ng. 

"1  hear  you  did  really  well  in 
your  truck  driving  course  Martin!  So 
why  are  you  still  working  as  a 
security  guard?"  Mr.  Lyzic  asked. 

"I'm  still  looking  for  a  truck 
driving  job.  I  look  for  jobs  during  the 
day  and  I  come  to  work  here  at 
night  I  still  need  money  to  live  on. 
Soon  1  hope  I'll  get  a  truck  driving 
job,"  Martin  said. 

"You  know,  I  was  talking  to  a 
buddy  of  mine  the  other  day.  He 

He  had  done  it!  He  had 
figured  out  the  kind  of 
job  he  would  LIKE  to 
do!  He  had  trained  for 
it.  He  had  looked  for  a 
job  in  that  field.  And 
now  he  was  hired! 


manages  Zip  Quick  Trucking.  He 
said  they  were  looking  for  drivers. 
His  name  is  Peter  Defazio.  You  go 
see  him.  I'll  call  him  to  say  you're 
coming.  Go  tomorrow,"  said  Mr. 
Lyzic. 

"That  would  be  great!  Thanks 
Mr.  Lyzic,"  said  Martin. 

The  next  day  Martin  walked 
into  the  Zip  Quick  Trucking  office. 
He  asked  to  speak  with  Peter 
Defazio.  A  friendly  looking  man 
came  out  to  meet  Martin. 

"You're  the  guy  Bart  told  me 
about.  Well  come  on  in  and  let's 
talk  about  trucking.  I'm  Peter 
Defazio." 

"Hello.  My  name  is  Martin." 

Both  men  sat  down. 

"So,  did  you  fill  out  an  applica- 
tion form?" 

Martin  gave  him  the  form  he 
had  filled  out. 

"Well,  you  finished  the  truck 
driving  course,  but  you've  never 
actually  worked  as  a  driver.  We 
usually  like  to  hire  experienced 
drivers  Martin,"  said  Mr.  Defazio. 

Martin  thought  for  a  few 
seconds. 

"I  did  really  well  at  the  truck 
driving  school.  You  could  call  my 
instructor  and  ask  him.  1  haven't 
got  any  experience  yet.  But  I  need 
my  first  job  to  get  that  experience" 
said  Martin. 

"Well,  you  have  a  point.  Tell 
you  what.  I'll  hire  you.  You  start  in 
two  weeks.  I'll  put  you  with  joe 
Simpson.  He's  got  lots  of  experi- 
ence. He'll  be  a  good  guy  to  go  with 


on  the  first  trip.  You  can  learn  a  lot 
ft"om  a  guy  like  Joe." 

"Thank  you  very  much,  Mr. 
Defazio.  What  time  should  I  come 
in?"  asked  Martin. 

"Come  in  at  eight.  I'll  introduce 
you  to  Joe.  See  you  then  Martin," 
said  Mr.  Defazio  as  he  shook 
Martin's  hand. 

Martin  lefi:  the  Zip  Quick  office 
with  a  smile  on  his  face.  He  had 
done  it!  He  had  figured  out  the  kind 
of  job  he  would  LIKE  to  do!  He  had 
trained  for  it.  He  had  looked  for  a 
job  in  that  field.  And  now  he  was 
hired! 

Martin  felt  terrific! 
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Keeping  the  Job 


Y 

JLou're  working!  But  getting  a  job  and  keeping  a  job  are  two  different 
things.  You're  being  paid  to  do  a  certain  job,  and  your  employer  expects 
certain  behaviors.  Here  are  some  job  keeping  tips: 


BE  PUNCTUAL.  BE  PRESENT. 
Arrive  on  time  and  stay  as  long  as 
you  should.  If  you  can't  come  in  to 
work,  phone  first  thing  in  the 
morning  to  let  your  employer 
know. 

DO  THE  JOB  YOU'RE  BEING  PAID 
TO  DO.  Don't  let  your  social  life 
creep  into  your  work  hours.  Make 
your  personal  phone  calls  at  lunch 
or  during  you  breaks. 

DRESS  CORRECTLY.  That  will 
mean  different  types  of  dress  for 
different  jobs.  Working  in  an  up-to- 
the-minute  fashion  store  means 
you'll  likely  dress  much  differently 
than  you  would  if  you  were 
working  in  a  factory  or  an  office. 
Take  a  tip  from  your  co-workers. 
See  how  they  dress.  Dress  like 
them. 


ACCEPT  RESPONSIBILITY.  Under- 
stand what  your  employer  wants 
from  you.  Ask  questions  when  you 
don't  understand  or  aren't  sure 
about  what  you  are  doing. 

SHOW  YOUR  INTEREST.  Look  for 
ways  to  improve  the  work  you're 
doing  by  talking  with  your  boss  and 
your  co-workers. 

LEARN  TO  TAKE  CRITICISM. 
Sometimes  your  employer  or  co- 
workers will  say  you  can  do  a  job 
better  or  faster.  At  first  this  may 
upset  you.  But  they  may  be  trying 
to  help  you.  See  how  you  can 
improve  your  performance. 


LEAVE  PROPERLY.  When  you 
leave  your  job,  give  your  employer 
enough  notice,  often  two  weeks.  If 
possible,  have  another  job  to  go  to. 
Finish  as  much  of  your  work  as 
possible  before  leaving.  Leave  a 
forwarding  address  and  phone 
number.  Before  you  go,  ask  your 
employer  for  a  letter  of  recom- 
mendation -  it  will  be  useful  in 
future  job  hunting.  Don't  burn  your 
bridges.  Leave  on  good  terms. 

MAKE  THE  MOST  OF  YOUR  JOB. 
Each  job  teaches  you  something  -  if 
you  let  it.  Even  the  job  you  really 
don't  like  offers  you  something.  It 
lets  you  know  on  your  next  job 
search  which  jobs  you  won't  want 
to  do. 
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\bur  Action  Plan 
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ow  that  you've  read 
through  this  booi^et,  the  rest  is  up 
to  YOU! 

In  the  beginning  of  this  booklet, 
you  read  about  career  planning. 
ACTION  is  the  important  key  to 
making  career  planning  work. 

You  have  done  the  exercises. 
You  have  read  about  other  people 
and  what  they  did  to  get  jobs  they 
really  wanted.  You  know  the 
formula. 

Now  it's  time  to  map  out  your 
action  plan. 

Here's  a  guide. 


The  job  I'm  interested  in: 


Places  where  people  work  at  this 
job: 


Companies  to  call  to  get  informa- 
tion about  the  job: 


Questions  to  ask  about  the  job: 


Where  to  fill  out  job  applications: 


Training  needed: 


Where  training  available: 


GoodLi 


1 
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